Quick Reference Guide:

Average Daily
Attendance (ADA)
Collection

This guide will help districts enter
Average Daily Attendance (ADA)
information and absent counts for
students enrolled in the 14-15
school year.

Topics included in this Quick
Reference Guide include:

e [dentifying Students

e Calculating Number of
Days Enrolled and Number
of Days Present

e District Edition or Value
Added Users ONLY - End of
Year ADA Process

e Uploading/Entering Data
Process

e Verifying Data Entry

e Re-syncing Data

Average Daily Attendance (ADA) information is
required for all students enrolled with Service
Types of P: Primary or S: Partial at any time
during the 14-15 school year. For each student,
districts must calculate the number of days
enrolled and the number of days present and
enter the data in AIM. Information may be
directly entered into the student’s enroliment
record or uploaded using the ADA file upload
format.

ADA information should be entered as part of
the district’s end of year process and is due by
June 30, 2015.

Before beginning this process, there are a few considerations:
1. Which students must | enter data for?
e Enter ADA information into each enrollment for students
enrolled at any time during the 2014-15 school year with
page 2
2. What days count as “Days Enrolled” and “Days Present”?

a ‘P’ or ‘'S’ Service Type.

® Days Enrolled are student instruction days, including
shortened days. Do not count PIR days or weekends.
Days Present are days a student is present for instruction
in a district. This includes field trips, student activities and
in-school suspension. This does not include excused or
unexcused absences or out of school suspension. page 3
3. Can this data be uploaded?
e Yes, districts may export a file from their Student
Information System (SIS), use the Excel template to create
a file, or use an export from Infinite Campus. pages 8-11
4. Can this data be calculated within Infinite Campus?
e Yes. Districts that use District Edition or Montana Edition
Value Added for their SIS may use the End of Year ADA
Tool to calculate and enter Days Enrolled & Days Present.
page 4
5. How can | verify the ADA data is complete in AIM?
e Use State Published Ad Hoc Reports to verify ADA data.
page 6 or 12
6. Should I re-sync my data?
e Yes. As the final step, it is good practice to re-sync your
data to the state. page 7 or 13
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Grade: 11 #2016722 DOB: 091711997 Gender: M

Credit Summary Assessment Behavior Transportation Fees Lockers Graduation
IDENTIFYING STUDENTS

Athletics AdHoc Letters Waiver Records Transfer Required Forms Report Comments
Summary Enrcllments Schedule Attendance Flags Grades Transcript
Any StUdent Wlth an enl’o”ment In Save Delete Print Enroliment History New New Enroliment History
H Enroliment Editor
the 2014-15 year whose Service

Edit | Grade Type Calendar Start Date End Data
" 14-15 Laurel High School 08/25/2014

Type iS P Primary or S . Part,a[ ¥ 10 3] 13-14 Laurel High Schoal 08/04/2013 05/30/2014
' : ’ g P Kalispell Public Schools 11-12 Kslispell Middle School 08124/2011 08082012
rega rd | ess Of t he |e ngt h Of EI a7 P Kalispell Public ols 10-11 Kslispell Middle School 08252010 08/02i2011
en r'O”ment’ must have an entry for Calendar Srnhedule {read anly) Glass Rank Exclude

14-15 Laurel High School

ADA - Days Enrolled and ADA - Days [ —

“Start Srans End Status
Present. [02: Continued enroliment same school, no interruption V]| v

Dropout Ressen

v]

Start Comments. End Comments

Students with a Service Type of N:
Special Ed Services, including all PK
students, do not need ADA data

Mext Calendar Next Schedule Structure

State Exclude Serving District Resident District
entered. O Laurel Fublic Schaols (1011} X |w Laurel Public Schools (1011} x |»
Military Connected Status
Student is a dependent of a member of:
[ ~
(suto: read-only)
Fall Attendance Count
Fall Aggregste Hours of Inst. Fsll Absant Exclude Fsll ANS - 10 Day Rule
Winter Attendance Count
Winter Aggregate Hours of Inst. Exclude Winter ANS - 10 Day Rulz
Spring Attendance Count
Spring Aggregate Hours of Inst Exclude Spring ANE - 10 Day Rule
Test Window Attendance Count
Testiny regate Hours of Inst. Testing Abssnt
v 0.000
ADA-#DEﬁFrEsem ADA -#DaﬁEnmlleﬂ
EUEET TETEEm ToF nd sem
0 0
Credit Summary Aszessment Behavior Transportation Fees Lockers Graduation
Afhletics AdHoc Letters Waiver Records Transfer Required Forms Report Comments M U I.TI PLE E N RO LLM E NTS
Summary Enrcliments Schedule Aftendance Flags Grades Transcript
Print Enroliment History New Mew Enroliment History . . .
Students with multiple enrollments in the
Edit | Grade Type Calendar (Schedule Name) Start Date | End Date
G‘ 12 P 14-15 Laurel High School 03/20/2015 05/27/2015 2014 15 year mUSt have an entry for ADA
Starf Stafus: 0f Trgnefer from public school in district or state ~ .
Eng Status 4£ Gaduated - Days Enrolled and ADA - Days Present in
G‘ 12 P 14-15 Laurel High Schoo 02/25/2014 1212012014
Starf Stafuz: 0 Confinued enroiiment 2ame school, no inferruption
End Sfatus: 140 Transfer to public schl in another district in MT @ €enro I I me nt reco rd’ rega rd I €ss Of
G‘ 1 P 12-14 Laurel High Schoo 08/28/2013 05/30/2014
Start Stafus: 02 Continued enroiiment zame school, no inferruption Ie ngt h Of enro | I me nt .
End Sfatuz: 100 End of year, retuming to same school next year
G‘ 10 P 12-13 Laurel High School D&/24/2012 06/03/2013
Starf Stafuz: 02 Continued enroiiment 2ame school. no inferruption
End Status: 100 End of year, retumning to same school next year FOI’ exam ple, d Student WhO en r0| Ied the
G‘ o2 P 11-12 Laurel High Schoo 02/25/2011 0&/01/2012
Start Status: 04 Transfer from public schocl in district or state first day of school, transferred m id_yea r
End Sfatus: 100 End of year, retuming to same school next year ’ ’
G‘ oz P 10-11 Laurel Middle Schoo 02/26/2010 0&/02/2011
Starf Stafuz: 02 Continued enroiiment 2ame school. no inferruption a n d retu rn ed to re-e n rOI I by th e e n d Of
End Sfatus: 110 Promofed fo ancther school in the same district .
7 o B 00-10 Laurel Middle School Da/z5/2008 052772010 the year will have 2 enrollment records.
Starf Statuz: 02 Confinued enroiiment zame school, no inferruption
End Status: 100 End of year, retumning to same school next year H H
i) ®  02-00 Laurel Middle Schoo 0a/Z7/2008 08/05/2008 Both records must have ADA information
Starf Stafuz: 02 Continued enroiiment 2ame school. no inferruption
End Status: 100 End of year, retuming to same school next year v e nte red .
B 08 P 07-08 Laurel Middle School (5) 0&/30/2007 0&/30/2008
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CALCULATING # DAYS ENROLLED

ADA - Days Enrolled is the number of student instructional days between the student’s start and end date,
excluding PIR days and weekends.

B S5tate Reporting Fields
State Exclude Serving District Resident Diztrict

O | v| | v|

Attendance and Enrollment Information (aute-calculated read-only)
Fall Attendance Count

Fall Aggregate Hours of Inst. Fall Abzent Exclude Fall ANB - 10 Day Rule
[F:720 +hours v | 0.000 | O

Spring Attendance Count

Spring Aggregate Hours of Inst. Spring Absent Exclude Spring ANB - 10 Day Rule
|F:720+hours | [0.000 | O
Test Window Attendance Count

Testing Aggregate Hours of Inst. Testing Abzent

| F: 720 + hours V| 0.000 |

ADA - #Days Prezent ADA - #Days Enrolled

.

10+ days unexcuzed abzences 1=t zem 10+ days unexcuzed abzences 2nd zem

a O

CALCULATING DAYS PRESENT

ADA - Days Present is the number of days the student was present for instruction within the period of
enrollment. Do include days for school-related absences (field trips, student activities, etc.) and in-school
suspension. Do not include excused or unexcused absences or days suspended (out of school). ADA - Days
Present is calculated to two decimal places, in order to account for partial day absences.

2 State Reporting Fields
State Exclude Serving Diztrict Rezident District

O | 2 | |

Attendance and Enrollment Information (auto-calculated read-onky)
Fall Attendance Count

ADA - #Days Present

Fall Aggregate Hours of Inst. Fall Abzent Exclude Fall ANB - 10 Day Rule
|F: 720 + hours Vl |U.IJIZIU | "]

Spring Attendance Count

Spring Aggregate Hours of Inst. Spring Ab=sent Exclude Spring ANB - 10 Day Rule
|F: 720 + hours vl |D.DDD | ]
Test Window Attendance Count

Testing Aggregate Hours of Inst. Testing Ab=ent

[F.720+hours v [0.000 |

ADA, - #Days Enrolled

+ days unexcu nces 1=t zem 10+ days unexcuszed absences 2nd sem
] ]
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OPTION 1:
INFINITE CAMPUS ADA CALCULATION

Districts who use the District Edition or MT Edition Value Added editions of Infinite Campus for their
Student Information System (SIS) should run the End of Year ADA tool in Infinite Campus to calculate
the Days Enrolled and Days Present in each enrollment. This tool is used instead of the Upload Process
described later in this guide.

Before running this End of Year process:

1) The ADA tool cannot be used until after the last instructional day of the selected calendar.

2) Every student enrollment should have an End Date entered.

3) Standard Day and Student Day minutes fields should be entered for the calendar or the calculated
ADA will differ slightly from the ADM and ADA Detail Report in Infinite Campus.

Under Index, expand MT State Reporting and select MT End of Year ADA. Check the # Days Enrolled
and # Days Present boxes.

Click Run Test to create a test report in PDF format. After reviewing the test results, click Generate.

Indan Saarch Halp End al Year ADA
o E calculeted based on ke cperaton ssiecied below and the calendarschedule siruchire
Syatem Adminisirabor ected in the lool bar at the lop of the screen. & calendar must b= selected in order to complete the calculton. F
I calendar has multple schedule & £5 and "ALL" is seiected in the top tool bar, A is recommended that 1his toel not
Stugentimormation e used urtl atierthe final nstrechonal day in both calendars
Inztruchan t i recommended thal & test b= run prier to the running ihe calculstion. The “test” opbion will provide a resuls report thal
Cenays noudes counl dale used, numcer of enrdiments updated, and emrors and wamings. The generale opion wil akss
provide these resuls
Eehadar .
f calch = selecled, user musl navgaie io the balch gueues or process nbox n order io recieve the resubs repors.
Haeallt
This toal can ba ren Tor pravious of curnenl calndara Only enrolmanta in fie currenl cakandar or anrolivants in tha
e ndance pravous yeer Wil B ayncd 1o INe #80e. All oIMer pror vedre 0518 @il nimaync 1o the S8
Scheduling
End of Year ADA
Gradng & Slandards
A0& can HOT e calculatzd untl after the last nstucions
Frograr day o the selecied caiendar. The 204 S2ids wil reman
i Hoc Repaiting unavailbia threugh the Bal nalructional days of the
. aebcled calandsr
User Communication & Diavs: Enrolled ¢ Davs Fressnt
zsrmant
Syzlesn Administralion Al Hoo v
Fr&l!
* T Stale Reporin Aun Test Genersie| | Submi bo Brich
WIT Dizka Liplaad
Ext
TEAMS Exract
Transcrpt Exrad
Cowur le: Alen
[ MT End of Year ADA |
Account Setings
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The tool will calculate the information and enter it into the ADA- # Days Present and ADA- # Days

Enrolled fields in the student’s enrollment. The tool may be run more than once, but each subsequent

calculation will override previous calculations.

End of Year ADA

End of vear A0A ool wil be calculmed baaed on the aperation seeched belw and 1he calendarscheduie sruchun:
selected n the fool bar & the lop of the screen. & cakendar must be selecied n order 1o compiete the calcuabon. F
calendar hes muliple schedule afructures and "ALL" i3 salecied in the lop ool bar, it @ recommandad that thia too ! net
be used untl after the fmal nstructonal dey in both calendars.

nciudes court date used, number of enrolments updated, and srors and wamngs. The gensmbe opton wil asoe
provede these resuks.

H bateh i oolooied, uoor munl navigats bo the baboh Quous or Prooscd nar in arder b rediove the reeul ropare.

This tool can be run for previous or cument caencans. Only snrolments. n the curent caencar or snmlimsnis in the
previous year w il be eyngd o the elale. &1 oihar grior years date &1 nol gyma 1o he sale

End of Year ADA

SIS CAN R | DE CACUIIESD UNDI ATTEr TE IBST FSTrLCTenal
day of the selectad calendar. The 204 felds will remain

unavailabla through the Bat inatruclional days of the
mrlactad ralndar

I 2 Days Enmlias & Derys Frasent I

& Hoo \ v

Lia recommendsd el a teet be ran orion e e nnning e cakaialion, The el eptien wil provide a results repen that

Rasidant Distnet

Fall Appragabe Houlg

Fal Absant
F: T30 + hours 0.000
Winter Attendance Qouant
Yinker Aggregate Hourk of Insl
F: T2+ Hours
Rpring Attandance ©
£piing Aggragati Hours oinal
F: T30 = hours L4
To at Viindow Aftcndance Gount
Teating Appregate Hours of n g Testing Absent
F. T30 + hours v n.onn
AD - ¥Dayva Frasant A0 - ¥0ava Enrolad

0

VR UNANCS caa 2nd aam

Exciude Fal ANB - 10 Day Rula

Exziude Vimer ANE - 10 Day Ruk

Exciuda Spring ANE - 10 Day Fuk

The Results Report lists the number of records updated in AIM.

\

e f‘-"“““‘““‘ NF SHimone e Average Daily
nyoman  f e Attendance

Result Report
Absent _ e
=1 a LM BEr oF ENroIments Upoans
Days Enrolled ]
Ciarye Precenl B
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The error report lists all missing data or incorrect formats. The report lists the error and each
student enrollment with that error. Resolve each error in the enrollment records.

Errors/Warnings
Errar 3: The following students have an enrallment in the selected calendar’schedule structure but are not
scheduled into any classesinstructional periods. MO attendance calculations will be complated for these
students..
State ID Last Name First Mams Service Type Calendar Hame
F——— Daidl Primary 13-14 Bulle High School
| = - - “Alanar Frimary 13-14 BUME High Schoal
- - = = = Jon Fnmary 13=14 Butte High School
c—-— - Marayla Fnmary TI-14 Bufte High Bchoal |
’ . Jarmes Frimary T3-Td Bufl= High Schoal |
e e o . Shaelynn Frimary 13-14 Bufie High School
. Fubnl Friimkay 13=-14 Bulle High Scinul
N — s —— Tyibr FPRmary 13-14 Butto Hign Schoal
[T . TVIEr FRmary 19-14 Bute High Schoal
- TR = R Eall T Lo =T T = TH T T ™ T T F T AT T

DATA VERIFICATION

Use State Published Ad Hoc filters to verify that data has been entered for ADA for all students enrolled in the
2014-15 school year. (See pages 2-3 for instructions for entering the ADA data for individual students to correct

missing data.)

From the Index, expand Ad Hoc Reporting. Select Filter Designer.

Expand the State Published group and select one of the following filters:

student ADA — 2014-15 Days Present > Days Days Enrolled

student ADA-2014-15 Missing Days Present or Days Enrolled.

Tip: there is a description box in the upper right hand corner providing details on the selected report/filter.

Click Test.

Note: Results can
also be exported to a
variety of formats for
printing or sorting.
Refer to pages 6-7 of
the Ad Hoc Reporting
Guide for further
instructions.

\
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Attendance
Scheduling
Grading & Standards
Frograms
v Ad Hoc Reporting
Filter Designer
Data Export

Batch Queue

nmunication

Year 14-15 - school Billings West High School +
Index Search Ad Hox Filter Designer
Help This wizard will walk you through the creation of a new fifter, Filters can be created using the Query wizard, selection editor or 3 pass-through SQL Query. Ad Hos Filters can be used as 3
seanch, or 35 input to a report
System Administrate -
Student Informstion
-'::ed Filter _ ADA 2014-15 Days Present > Days Enrolled or >180
Instruction {3, student Wirter bl -
Census + € Ad Hoo Reporting grester than the number of days
- < enrolied or present greater than 10, |f you
- 3 state Pub
Behavior <ults on this report, it
Healin & V13, student ADA 201415

{3, student AL Hom,
{3, student AL Hory

{3, student AL Hom re Unscoompanis = Create New
{3, student ALL King with N Sarvice Ty

Filter Type Data Type
{3, student AL Military Con dissing Military
{3, student AL Military Con (F ) Query Wizard F ) tundent
(3, student ALL NAEF 4th G 5 = -

_/ Selection Editor _) CensusiStaff

{3, student ALL NAEF &th G 5 ~ :

\__) Pass-through SOL Query _) Course/Saction

{3, student ALL NOT Homelz:
3, student ALL P
3, student AL Spec

ot with N Service T

Ed Status - Unlocked [EP CL ™

Office of Public Instruction
Denise Juneau, State Superintendent

4 {11} 2
trendance = De Export
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Reports/Ad%20Hoc%20Reporting.pdf

&

It is important to note that Ad Hoc reporting results are determined by the Year, School, and/or
Calendar selected. Reports do not have to be re-created for each calendar year — simply select the Year

and School you wish to view data for.

RE-SYNC DATA

After entering ADA data, you must re-
sync data.

Set the Year to 14-15.

From the Index, expand System
Administration and Data Utilities. Select
Resync State Data.

Check the box for Enrollment (other fields
will automatically check).

Scroll to bottom of page.

Click Send Resync.

Year 14-15 -

Index Search Help

System Administrator

* Student Information

Scheol Billings West High School w

Batch Resyne Selective Sync

Resync Data For The Current School Year (2014-2013)

[¥]check depandencies

‘
;

Last Resync

Results

* Instruction
+ Census — Distriot Q5/22/2016 15:27:54| Processed: 1 Emars: 0 (]
* Behsvior ~ School 05/22/2015 15:27:55| Processed: 32 Enors: & [#]
> Health
= Callendar 05/22/2015 15:27:55 | Processed: 29 Emors: 0 0
> Attendance
(| CourseSection 04/22/2015 18:18:30| Processed: 0 Emors: 0 0
* Scheduling
» Grading & Standards — ScheduleStructurs 05/22/2015 15:27:55| Procsssed: 29 Enmors: 0 @]
» Frograms (| Day 04/12/2015 10:57:00| Frogess=d: 0 Emors: 0 0
* Ad Hoc Reporting
pering - StructursGradeLevel 05/22/2015 15:27:55 | Procsssed: 23 Enrs: 0 (o]
* User Communicatian
R — Personidentity Q5/22/2015 15:27:55| Processed: 18050 Enors: 0 | (D)
* System Administretion | BehavioType 12/08/20%4 DD:38:50 | Frocessed: 25 Enors: 0 Q
- Attendancs | BehavicrResclutionType 12/09/2014 00:35:50 | Frocessed: 4 Emors: 0 [e]
» Auditing
| BehaviorResponssType 12405/2014 D0:33:50| Processed: 0 Erors: 0 0
> Batch Queue
. Calendar | Behavior 12108(2014 00:39:50 | Frooessed: 0 Emors: 0 (]
- Census | CensusContsctSummary | DS/Z22015 15:27:55 | Frocessed: 4646 Emors: 0 | O
Custam | CantactLog 08/22/2015 15:27:55 | Frocessed: 453 Emors: 1200 | (@)
» Data Defining Tools
- Data Intershange (| Employmant D5/22/2015 15:27:55| Processed: 203 Ermors: D 0
* Data Utilities | Employmentassignment D5/22/2015 15:27:55 | Processed: 1830 Erors: 0 (@]
Cembine Ferson (| EmploymentBackpround 12/08/2014 D0:40:21| Frocessed: 0 Ermars: 0 0
Resync State Data
] EmploymentCredential 12/09/2014 D0:40:21 | Prosess=d: 0 Erors: 0 0
Student Records Trans|
Desctivated Elements ~ Enroliment 0/22/2015 18:27:86| Frooessed: 18214 Eror=: 0 | O
Synchrenizstion Fisld | Graduation 05/22/2015 15:27:57 | Frocessed: 5376 Enors: 0 | O
» Grading & Standards | 04/15/2015 16:32:28| Processed: 0 Ermars: 0 [e]
T
TestSoore 12052014 00:40:52 | Processed: 0 Emors: O

TranscriptCourseSE

Q4122015 10:57:03

Processed: 0 Emrors: 0

WaccineShot

12052014 00:40:22

Processed: 0 Emrors: 0

Ooao

Parson|dentityMoState| DOnhy

4122015 10:57:00

©|0|0|0

Processed: 0 Emrors: 0

(i | —————

The green radio buttons indicate a successful resync of data.

Montana
Office of Public Instruction
Denise Juneau, State Superintendent
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OPTION 2:

UPLOADING ADA DATA

ADA information may be uploaded by using one of three methods: 1. Using a file created from the
district’s Student Information System (SIS); 2. Using the ADA Excel Template; or 3. Using an extract from
Infinite Campus. (NOTE: Follow the guidelines specific to your SIS; there may be a specific order in which

tasks must be completed.)

ADA data for 2014-15 may be uploaded through June 30, 2015.

METHOD 1: FILE UPLOAD USING SIS EXTRACT FILE

Districts may create an extract from the district's Student Information System, if available. Follow
instructions from your vendor to create an upload file in the *.tsv or *.txt format. (NOTE: Districts should
enter the student End Date/End Status for the 2014-15 year prior to uploading ADA information.)

Uploading the file:

From the Index
Expand MT State Reporting/
MT Data Upload.

For Import Type,

Select Average Daily Attendance.

Under Work to Perform,
Select Validate and Test.

Browse for the *.tsv or *.txt file.

Click Upload.

Montana
Office of Public Instruction

i Denise Juneau, State Superintendent

State Data Import

Select an option under "Import Type” to specify which record type you are uploading. If the file you upload centains more
than one type of record, (i.e. S0 and EN records) select "Multiple Record Types™.

Select an option under "Work To Perform” to indicate how the file should be processed. There are 2 options:
1. Validate and Test File - Only error checking will be performed on the file. A summary report will be generated
identifying any errors that were found. No data is imported under this optien.
2. Load Partial File - Data from the file wil add to or update the current student record in the AIM system.
A summary report will be generated indicating the number of records that were inserted or changed. This option
should be used when updating the infermation on a partial list of students.

Import Options

Import Type Average Daily Attendance -

\Work to Perform  validate and TestFile w

Fil - —
e Browse_ | No file selected.
Submit to Batch

Cr
04/06/2015 09:31:46 (COMPLETE})

Result File

May 2015
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http://opi.mt.gov/pub/AIM/File%20Specifications/Average%20Daily%20Attendance%20Template.xlsx

Check the Import Results Summary for Errors and Warnings. The Errors must be corrected before
uploading. The Warnings are messages about potential issues with uploading students — please check
these thoroughly before completing the upload.

When all Errors have been cleared and Warnings checked, change the Work to Perform to Load Partial
File. The Import Type should be Average Daily Attendance. Browse for the file and click Upload.

Results:
File Name: AA 0280 04252012 tsv
Processing Started Time: Wed Apr 25 12:04:25 CDT 2012.
Processing Finished Time: Wed Apr 25 12:04:26 CDT 2012,
Total Time To Process File: 0.281 seconds.

0 Records Inserted.

0 Records Changed.

0 Records Deleted.

0 Records No Changes.

Error Count:0
Warning Count:0

Error Detail:
Line Number Error Message Content
Mo Errars

Warning Detail:
Line Number Warning Message Content
Mo Warnings

May 2015
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METHOD 2: FILE UPLOAD USING ADA EXCEL TEMPLATE

The Average Daily Attendance (ADA) Template is available on the AIM File Upload Templates webpage.
Here is a link to that page: AIM File Upload Templates

From the AIM Webpage - http://opi.mt.gov/Reports&Data/AlM/ - navigate to AIM File Upload Templates
click on and save the Average Daily Attendance Template to your computer.

Open the ADA Template. Enter the required information (shown in red) for each student.

Format columns to zero pad as necessary. When using a CSV file, leading zeroes needed to enable the file
to upload are dropped, so the zeroes must be added back in (“zero padding”). Affected fields are: District
Number (requires 4 digits), School Number (requires 4 digits), Start Status (2 digits), Dropout Reason (2
digits), Grade Level (2 digits), Diploma Type (2 digits) and Diploma Period (2 digits).

For instructions on fixing leading zeroes, see: Get Answers

Delete the first three rows of the file and save as a *.tsv or *.txt file. Open the *.tsv or *.txt file and type
in the header row (HD tab date (mm/dd/yyyy) tab time (00:00:00) tab MT9.1) followed by the Enter key,
then delete the extra line. Save the file.

Follow the instructions to upload the file (see Method 1 above).

A B 3 D E F G H 1 0 K L ] N 0 F Q R 5 T U v W N
1 |DELETE rows 1,2, and 3 prior to saving as a text(tab file - enter the Header Row into the text file. =
2| Fiel! | Fieldz | Field3 | Fieldd | Fied5 | Field6 | FieW? | Fisld® | Field® | Field10 | Fieldtl | Field12 | Fieldd | Field# | Field®s | Field1s | Fiel | Fied® | Fisld® | Field20 | Field?t | Fielz2 | Field2z

Reoord | niovrice | School | Calendar | Student's | S9Ny oy | gy | Service | StanDace | o, End |Dropout| _ SortBy | Grade | Diploma |Diploma |Diploma | #Dags | #Dags

g TSPE | pumber | Humber | Number | StateiD | = %% | name Namew 052 (AR | e || B || s Reapsrm Ed=y Field! Level I]pale #,pe P:riod Pms:m Enlnll’ed ==

[AA] (1] [P.S,N) V)
4 [EN 280 158 2 296640215 S0 Pasley Brag P 803172011 0z 62012 100 0z 180 180 2012
5 |EN 280 158’ 2 227454234 Brooks  Kix N 83112011 01 6712012 100 PK 175 180 2012
8 [EN 280 158 2 408125618 68 VearwooiTrisha P 8/31/2011 02 82012 100 0s 180 180 2012
7 |En 280 158 2 597879754 45 Misap  Ronme P 803172011 02 6772012 100 0 16232 180 2012
8 |EN 280 158’ 2 329941280 64 Wiliams Hank P 83112011 02 &mz012 100 04 171 180 2012
9 [EN 280 158 2 757136008 41lyn  Loretta P 8/31/2011 02 62012 100 02 178 180 2012
10 [EN 280 158 2 908928623 S5 Seas  Dan [ 803172011 01 67012 100 KF 180 180 202
11 |EN 280 158’ 2 542070754 12 Brooks  Garth P 83112011 01 6712012 100 KF 1254 180 2012
12 |EN 280 158 2 891970760 28 Gil Vinee P 83112011 02 82012 100 0s 180 180 2012
13 [EN 280 158 2 804787078 S&Rich  Chare P 8/31/2011 02 67012 100 04 185 180 2012
14 |EN 280 158 2 227444245 17 Carter  June P a1i2011 02 emz012 100 03 135/ 180 2012
15 [EN 280 158 2 169888022 67 Judd  Wynonna P 83112011 08 10/28/2011 130 01 20 4 2012
18 [EN 280 158 2 169888022 67 Judd  Wynonna P 12/52011 05 11202012 170 o 15 20 2
17 [EN 280 158 2 169888022 67 Judd  Wynonna P 3122012 09 31572012 160 0 4 4 2012
18 |EN 280 158 2 643630916 31 Hamis  Emmylou P 83112011 04 6712012 100 04 180 180 2012
18 [EN 280 158 2 557926457 52 Fickler  Kelie P 8/31/2011 01 67012 100 KF 178 180 2012
20 [EN 280 158 2 970634074 37 Krauss  Alson P 803172011 01 6772012 100 KF 172 180 2012
21 En 280 158 2 282231671 70 Brown Zac P 83112011 02 612012 100 02 188 180 2012
22 [EN 280 158 2 977808847 48 Nontgome John P 803112011 02 62012 100 03 180 180 2012
23 |En 280 158 2 185480102 43 NcCoy  MNeal P 803172011 02 6772012 100 0 168 180 2012
24 EN 280 158’ 2 973054957 15 Carey Mariah S 83112011 09 &m2012 100 0s 172,375 180 2012
25 |EN 280 158 2 911157683 22 Coe David P 8/31/2011 01 82012 100 KF 180 180 2012
2 |EN 280 158 2 572636933 S1Faton  Doly P 803172011 02 6712012 100 04 172 180 2012 |=
27 |EN 280 158’ 2 578671753 40 Loveless Patricia P 83112011 02 &mz012 100 03 172 180 2012
28 [EN 280 158 2 109998785 21 Cine  Pasy P 8/31/2011 02 62012 100 08 180 180 2012
29 |EN 280 158 2 105282304 18 Cash  Johnny P 803172011 02 67012 100 03 175.1 180 202
30 |EN 280 158’ 2 915598503 3 Alen Gary P 83112011 02 &mz012 100 o 168 180 2012
31 [EN 280 158 2 213132731 1234 Chesney Kenneth P 83112011 04 8712012 100 02 148 180 2012
32 [EN 280 158 2 548948018 2 Aldean Jason P 8/31/2011 02 67012 100 05 180 180 2012
33 |EN 280 158 2 726894439 48 Nelson  Willie P a1i2011 02 emz012 100 02 175 180 2012
34 [EN 280 158 2 787573323 65 Wynette Tammy P 83112011 02 612012 100 0s 172 180 2012
35 [EN 280 158 2 141462083 65 Wisan  Gretchen P 8/31/2011 02 672012 100 03 180 180 2012
36 [EN 280 158 2 299324687 10 Harman Lisa P 803172011 01 6772012 100 KF 172 180 2012
37 [EN 280 ES 2 728782770 29 GreenwoiLee 3 83112011 02 91302011 140 o 176 30 2012
38 [EN 280 158 2 418053810 18 Cash  RoseanneP 8/31/2011 08 21152012 140 0z 168.7 1wz 202
3s [En 280 158 2 217384985 13 Bryan  Luke P 803172011 02 672012 100 05 170 180 2012
40 [EN 280 158 2 967221657 14 Cage Chis P 83112011 06 3/9/2012 130 0s 153 145 2012
41 [En 280 158 2 863390397 23Crow  Sheryl P 803112011 02 62012 100 04 168.35 180 2012
42 [EN 280 158 2 940720696 2% Evans  Sara P 803172011 0z 1222/2011 108 0z 180 74 2012
5]
4
45
46
47
48
48
50
51
52 L
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54 -
4 4 » M| Student Enrollment Template .~ #J [l4] b
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METHOD 3: FILE UPLOAD USING ADA FILE EXTRACT FROM INFINITE CAMPUS

From the Index, expand MT State Reporting, MT Extracts.

Choose Extract Type Average Daily Attendance and Format CSV. Choose at least one Calendar from the list on the

right.

Click Generate Extract.

System Administrator
Student Information

Instruction

FRAN

v MT State Reporting
MT Data Upload

MT Extracts

This tool will extract data to complete several formats of the MT State-defined reporting formats. Choose the State
Format to get the file in the state defind tab saparated file format, othenvise choose one of the testing/debugging
formats.

MT State Extracts

Select Calendars
Which catendar(s) would you fike to include in the report?

Q

Extract Options

Extract Type  Averape Daily Attendance -

Format cav

(Genarate Extract

active year
A4 U=

list by school

fist by year

1415
14-15 Alizli Cresk School
14-15 Amowhead School
14-15 Baartooth School
14-15 Banch Schoo!
14-15 859 Sky Blementary
1415

4
1415

hy
14-15 Orchard School
1415 Pofy Drive Sch

Open the Extract in Excel. Enter the # Days Present and # Days Enrolled for each student.

RecordTyr Date Time Version

HD 42153 13:10:36 MTS.1

RecordTyg DistrictNu SchoolNur Calendarh StatelD LocallD LastName
AA 0216 33 1 7E+08 321654 Baggins
AA 0216 33 1 1E+08 123456 Gamgee
AA 0216 33 1 8E+08 987654 Baggins

FirstName ServiceTyg StartDate  StartStatu: EndDate

EndStatus DropOutR

01
02
03

DropOutR FILLER  SortBuFiel Grade

o 12
0z 1l
03 n

Bilbo P 8/25/2014 04
Sam P 8/25/2014 02
Frodo |P | 8/27/2014 04
Diplormal. DiplornaT! DiplormaPyDaysFress DavsE nrol[ear
76 180 2015
75 1a0 2015
74 180 2015

Format columns to zero pad as necessary. When using a CSV file, leading zeroes needed to enable the file to upload
are dropped, so the zeroes must be added back in (“zero padding”). Affected fields are: District Number (requires 4
digits), School Number (requires 4 digits), Start Status (2 digits), Dropout Reason (2 digits), Grade Level (2 digits),

Diploma Type (2 digits) and Diploma Period (2 digits).

For instructions on fixing leading zeroes, see: Get Answers

Delete the first three rows of the file and save as a *.tsv or *.txt file. Open the *.tsv or *.txt file and type in the header
row (HD tab date (mm/dd/yyyy) tab time (00:00:00) tab MT9.1) followed by the Enter key, then delete the extra line.
Save the file.

Follow the instructions to upload the file (see Method 1 above).
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DATA VERIFICATION

Use State Published Ad Hoc filters to verify that data has been entered for ADA for all students enrolled in the
2014-15 school year.

From the Index, expand Ad Hoc Reporting. Select Filter Designer.
Expand the State Published group and select one of the following filters:
student ADA — 2014-15 Days Present > Days Days Enrolled

student ADA-2014-15 Missing Days Present or Days Enrolled.

Tip: there is a description box in the upper right hand corner providing details on the selected report/filter.

. Year 14-15 - school Billings West High School
Click Test.
Index Search Ad Hoc Filter Designer

Help This wizard wil walk you through the crestion of & new filter. Fiters Can be crested using the Query wizard, selection sditor or 3 pass-through SOL Qusry. A Hoo Fiters can be ussd sz 3
search, or as input to a report.
System Administrator m
Student Infarmation S‘L"‘d Filter — ADA 2014-15 Days Present > Days Enrolled or >130
Instruction 12, student Winter Nl -
= m Ad Hoo Reporting This will list studsnts who have a numl that is greater than the number of days
enrolled i or present grester than 180, IF you
Behavior t zer results on this regart, it
E. student means you don't have any students that need to be co
Health or
Note: Results can Atiendanc= [, student ALL Homs ADA, 2014-15 Days Present > Days Enrolled or >180
uling {34, student ALL Home
aiess that are Unaccompanis| = Creste New
aISO be exported tO a {3, student ALL Homeless that are Unaccompanisi| =
S {3 student ALL Kinder th N Service Ty )
1 i tudent ALL Military Connected Missing Milita R B
uden ary Conneated Missing Milta
variety of formats for | - .iccreponn Q- ~ 3 ey
- - u student ALL Military Conne: Students. Guery Weard Student
g H Filter Designer (3, student ALL NAEF 40
prlntlng or Sortlng. N . Selection Editor CensusiStafi
Data Export {3, student ALL NAEF &th s of 1/5/15
. o | Pass-through SOL Query Courss/Section
student ALL NOT Homsless but has Might Tims
Refer to pages 6-7 of | . e v
[3, student ALL Preschoclers Not with N Service T
H student ALL Spec Ed Status - Unlocked IEF C1 7
the Ad Hoc Reporting = - .
sy

Guide for further Gop) [ Do | [zt

It is important to note that Ad Hoc reporting results are determined by the Year, School, and/or
Calendar selected. Reports do not have to be re-created for each calendar year — simply select the Year
and School you wish to view data for.
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RE-SYNC DATA

After entering ADA data, you must re-
sync data.

Set the Year to 14-15.

From the Index, expand System
Administration and Data Utilities. Select
Resync State Data.

Check the box for Enrollment (other fields
will automatically check).

Scroll to bottom of page.

Click Send Resync.

Year 14-15 -

Index Search Help

System Administrator

» Student Information

sehoo! Billings West High Schoal v

Batch Resync

Seledive Sync

Resync Data For The Current School Year [2014-2015)

Chack depandencias

] Last Resync Results SE
» Instruction
 censee ~ District 05/22/2015 15:27:54| Processed: 1 Enors: 0 (8]
» Behavior ~ School 05222015 15:27:55 Processed: 32 Emors: 0 (8]
» Health
= = Cakendar 05(22/2015 16.27.55 | Processed: 28 Erors: 0 @]
» Attendance
et O CourseSaction Q4/22/2015 16:18:30| Processed: 0 Enors: 0 (@]
> Scheduling
» Grading & Standards —ScheduleStructure 08722/2015 16.27.65| Processed. 29 Erors: 0 (o]
O Day 04/12/2015 10:57:00 | Processed: 0 Enors: © [®]
= StructureGradel evel 052272015 15:27:55 | Provessed: 29 Emors: 0 &)
— Persan|dentity 05/22/2015 15:27:55| Processed: 18080 Emors: 0 | (D)
] BehaviorType 12/D8/2014 00:25:50| Processed: 25 Erors: 0 (8]
O BahaviorResolutionType 12/09/2014 00:29:50| Procassed: 4 Enors: 0 O
» Auditing
N [l BehaviorResponseType 12/09/2014 00:29:50| Processed: 0 Enors: 0 (@]
» Batch Queue
» Calendar O Behavior 12/09/2014 00:29:50| Processed: 0 Emors: 0 (®)
] CensusContactSummary | O5/22/2015 15:27:55| Processed: 4548 Ermors: 0 (@]
" Custom O Contactlog 05/22/2015 15:27:55| Processed: 453 Emmors: 1300 | (@
» Dsts Defining Tools
© Dets Interchanae ] Employment 05/22/2015 15:27:55 | Processes: 303 Enmors: 0 (@]
erchange
v Data Utilities O EmploymentAssignment 05/22/2015 15:27:55| Processed: 1650 Emors: 0 (@]
Cembine Person = ) EmploymentSackground 12/08/2014 00:40:21 | Processed: 0 Emors: © ()]
Resyne State Data
] EmploymentGredentisl 12/08/2014 00:40:21 | Processed: 0 Enors: 0 (®)
Student Records Trans|
Desctivates Elements — Envaliment 0572212016 15:27:55| Processed: 18214 Emors: 0 | O
Synchrenizatien Fisld O Graduation 0572212015 15:27:57 | Provessed: 5378 Emors: 0 | O
* Grading & Standards - Rester 041502015 16:32:28| Processed: 0 Enors: 0 [®)]
"
TestScore 12/08/2014 00:40:52 | Processed: 0 Emors: 0 [@]
/= TranscriptCourseSE 04/12/2015 10:57:03 | Processed: 0 Erors: 0 ®)
/= MaccineShot 12/08/2014 D0:40:22 | Processed: 0 Errors: O ®)
l:l Personldentity NoStatel DOnby 04/12/2015 10:57:00 | Processed: 0 Emors: 0 O

(i | —————

The green radio buttons indicate a successful resync of data.

Contact the OPI AIM Helpdesk at 1-877-424-6681 or
opiaimhelp@mt.gov for assistance.
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